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The DeveL7-.22,6' is one of the National.Center's
responses to the l'ted:for technical assistance in appropriate
media, mateials, and educationaL technology for individuals
who are handicapped and their special education. The need
Was identified many years ago and .the Devers' Guido. in
responding to the need, reflects experience accrued from the
trials and errors of the past, as well as providing nedin-
formation relevant to the present and future this chal-'
lenging area of endeavor.

The challenges we face in the future are awe-inspiring.
The. Education of all Handicapped Children of 1975 (Public Law.
94-142) has as its purpose.

to assure that all handicapped children have
available to them...a free appropriate public
.educaton which,emphasizes special education
and related services designed to meet their
unique needs, to assure that the rightS
handicapped children and their parents or
guardiahs are protected, to assist States and
localities to provide for the education of all
hancliCapped children, and to .assess and assure'
the effectiveness of'efforts to educate handi-
capped children.*

Efforts to provide appropriate media, materials, and
educational technology will play a highly significant role
as this challenge is met for as many as.eight millionof the
nation's children._

As this challenge,is met for children with handicaps,
all children and their education will benefit.- It is tfue
that we, as an American people, approach our highest potential
in te/ms of our treatment of the handicapped, the disabled,
and minority roups. It is also true-that mbst principles and
practices uniquely developed or suited to special education of
cHildren with handi.caps also enhance the,education of all
children. The benefits, thus, are dual.'

The Myelopers' Gdc will be helpful to media and materi-
als developers to the extent that its guidance is utilized
early in 'the developmental process. Children will benefit and

*Public Law 94-142. 94th Congress, S.6. November 29, 1975.
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the National Center will.be rewarded to the extent.that the
information provided is reflected in,effective instructional
media, materials, and educational technology. The National
Center will be pleased to provide additional information and
technical.assistance to all those who share its concern for
quality edutation for children and espeCially children with
handicaps Fequiring ''pecial education.

J.

v i Fo reword

S. C. Ashcroft
Director, The National Center ,

on Educational Media and.-
Materials for the Handicapped
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Tbis publication supersedes Developing Instrudtional Mater-
ials for the Ramiicapped,* now out of pr,int, and brings together'
the most recent material available regarding the procedures
and prerequisites of the National Center on Educational,Media
and.Materials for the HandiCapped (NCEMMH) in publishing edu-
caj..i6nal products for the handicapped.

NCEMMH is funded Under Contract OEC=300-72-4478 by the
Office of Education, United States Department of Health. Edu-,
cation, and Welfare; the contract is administered through the _

College of EdUcation and the Research'Foundation of-The Ohio
State University. Contractors-undertaking such projects un-
der government sponsorship are encouraged to express their
judgment freely in professional and technical matters.. Points
of view or opinions do not, therefore, necessarily rePresent
'official Office orEducation position policy.

In addition to the princioal'authors and artists for
this publication, many individuals from various organiza-
'tionsH,among. them NCEMMH, Area Learning Resource Centers,
Specialized Offices, and Charles E. Merrill Publishing Com-
pany7-haVe assisted in the preparation of this publication.
Their efforts are gratefully acknowledged.

CoMments about thds publication and suggestions for it
improvement would be greatly appreciated: Address all corre-
spondence to:

Media, Materials, ahd Technology Section
National Center on Educational tiedia

and Materials...for the Handicapped
The Ohio State- University
Columbus, Ohio 43210

C. Rodney James
July, 1976

*John Belland and Sidney Rothenb4,..rg, Developing Instructional
Materials for t;a5. Handicapped: Gulelines for ir.eparing Materials Suit-
able for Wide Distribution.(Columbus, Ohio: The National. Center

..o.n.Educational Media and Materials for the Handicapped, 1972)
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This guide is for educators, or for professionals.work-
ing with the hanair'apped, who plan to create educational prod-
uctS and have them distributed. In the course of their ef-
.forts, these educators and professionals muSt deal with a num-
ber of technical, financial, legal-, and bureaucratic procedures.
Aiding in that enaeavor is what this publication is about:
making developers aware of these procedures, providing sug-
gestions for dealing with them, and pointing toward resoUrces
that will provide full answers to questions involving style,
productiontechniques, testing, and data gathering..

rhe guidelines in this publication apply to materials devel-
oped for distribution throu0i the National Center on Educa-
tional Media and Materials for the Handicapped(NCEMMH).1 It
may be pointed out that 'most., though not all, of the proce-

.dures described herein are necessary for-the publication of
any product.

It is important also to note what this publir!ation is
not. It is not a book on production techniques. .It is not
a style marinal. not,an idea book for creating'educa-
tjonal products. It does, however, offer information that
touches all of these aspects of production and publication.
Suggestions and references presented are intended to aid prod-
uct developers in the design and production of better and
more 'useful educational materials for the handica,pped by
lilding awareness of the specific requirements necessary for

.-.,..-?velopment, reproduction, and distribution.

.*Z1. Readers who are unfami 1 r with NcEMMH are urged to read
Appendix.A to faMiliarize themselves'with'its aims, 'sera/ices,

.

and relationship tg.th.e.Bureau of Education for the Handicapped
Learning- Resource Centers Program. Explanation of the National
Center's-role inpLacing products into distribution appears in
the fourth chapter.

IntrOduction 1
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Well-developed instructional products--whether
they be books, films, audio cassettes, .4lide
sets, combinations of these, or-other media--
address a slIecific target audience, specify the
conte-nt to be learned, and provide a means-of
measurement to indicate the amount of learning
that has taken place.

Althbugh these characteristics also apply to
products developed tor the nonhandicapped
learner, they are critical for products specif-
dcally deaigned for the handicapped,because
presentation should be modified' to accommodate
the charaCteristics of the handicapped-learner.
ProdUcts Ior the handicapped are usually learner
specific and responsive to the'special instruc-
tional.needS of the gtudent as'we:i.l as to,the af-
fectiv,e, humanistic needs of the,person. Even
if it iS designed for a specific handicapped-
-population, a good child-use praduct stresses the
potential of the child rather than the limita-
tions of the handicap.

As is the case with any instructional Material,
the need, objectives, target population,.and
media format must be determined before any pro-
duction of materials for-the han,dicapped:begins.
The ultiMate useability of a product frequently
depends on.the extent to which its future deve.17,
opment and direction are guided by testing re-
suXts.

Before giving serious thought to creating a new
instructional prodpct for the handicapped, a
developer should first determine that there is,'
indeed, a need for auch a product.: At present:,

4110
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the BUreau of Education for the Handicapped
(BEH) and the National Center on Educational
Media and Materials for the Handicapped
(NCEMMH).have identified.two general cate-.
gories that are of immediate concern. These
are child-usc, matcrials and media-training
materials. Child-use instructional materials
include those materials to be used by.
dren with or without-the assistance of a
'teacher or parent. Media-training.materials
are those for6'instructoruse, designed to
train instructors in the use of media in
education.

In their determination of needs within these
priorities, developers should research the
field and answer such questions as: What do
the nature and'severity of the handicap sug-

,
gest about materials needs?. How large a
population would this product serve? HoW
many similar products are available_to serve
this population.and what is their'quality?
What do curriculum and administrative con-
siderations indicate about need?

:.Needs data can be expressed in two ways:
known need and perceived need. Known-need.
.informatiOn is obtained from Jarge-sdale, ob-
jectively luantifiabie data, such as national
special education materials market surveys.
f)erceived-need information is obtained Srom ex-
pert opinion and reviews of matetiais by spe-
cial. education practictioners and professionals,
from currently available data, and from the
literature.

The Information Service section of NCEMMH2
can be helpful in providing needs informa-
tion. The National Instructional Materials-
Information System-(NIMIS), coordinated by
that-Section, is a computer-based on-line
interactive retrieval system created to aid
educators, parents, and developers in loca-
ting- information regarding special education
materials. For developers7, this can be a
useful resou-ce in searching for productp
that might duplicate the ones they are plan-
ning to produce, in addition to bringing to
light'areas where there is'a dearth of ma-

terial,. The present data hrt;c, includes

2. NCEMI. is divided into four interni sec-
tions.

Determining Need'and Eff.ctiveness



information 6n 15,000 child-use instruction-
al materials. ,Media-training materials are
currently being added.to the data bas.
Access to.NIMIS may be obtained by con-
tacting the,nearest Area Learning Resource
Center .(ALRC).3

What is the product supposed to do and does it
really do it? NCEMMH, or any publisher, 'will
ask this question of a developer and expect
-,ot only a clear answer, but some form of docu-
.mentation to substantiate claims of effective-
.ness: Objectives will generally be stated for
the finalliproduct, but whether they. 4ie or not,
the devefoper should Ilve,s-them clearly in mind

'.before any writing, filming, or taping of the
proddct beginS.

NCEMMH recommends developmental (formative
eValuation) testing of'all products--trying
them out informally on members of the target
audience. -Child-use Materials Should be devel-
opmentally tested with children;. media-train-
ing materials with teaChers. ,DevelopMental
testing is not intended to verify the success
of the materials but to indicate general use-
ability and to- suggest, ways of refining the
prdduct so that it will accomplish its objec-
tives. N.

Some form ot formal evaluation and/or testing
in the field is also necessary for learner
verification. All instructional materials
need validation-testing to show that they can
accomplish the stated objectiveS. The amount
of rield7test data required is in proportion
to the si.Ze, scope, cost, and complexity of
the product. Itis expected that all products
accepted by NCEMMH for distribution consider-.
ation will hav i. had at least initial tryoUt"
.under, field conditions.and be accompanied by
a report on this tryout. Adequate field test-
ing is primarily the responsibility of thelo
producl developer, although the.ptional Center
through the Specialized Offices,' can provide
jimited'field-testing services.

3- See Appendix A or addresses and explana-
tion of the ALRCs.

4. See Appendix A for an e;cplanation of the
Specialized Offices.

4111
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For whom is a particular product,intended?'
Tt.z.rge vrhis question must be considered'by the devel-
Polndat-ion öper at an early stage of the product's de-

velopment. For a child-use product,'the han-
dicapping condition and learning characteris-
tics are important considerations. Of equal
importance are required entry level behaviors..
The developer should,haye a clear knowledge
of the skills and abilities needed on :tlie part
of the children to permit them to use this
product Knowledge and consideration of the
specific target audience should alSo affect
the.initial product design in terms of number
of.components, teacher preparation timeand .
time needed to complete the. program, . Reading
and language, level should be determined on
the basis of 'the target .population and ob-0
served in all spoken and written communication
within the product. Also the choice of med.',a
should be influenced by the channels that the
intended target population uses to receive in-
formation and respond to it. /

4/11P
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Film, video tape, and mixed media 1Cts have
een demonstrated in the past.decade\to have

considerable success as teaching andAkearning
tools. However, these.media products are of-
ten seen as a panacea rather than merely1 an
aid in the educational process. There i al-
so the lure of prestige attached to'producing
a film or'video production as opposed to a
pamphlet, even.if a paMphlet'will, suffice.
Finally, the use Of audiOvisual media in edu
Cation is frequently seen.as evidence of an
educatOr's being "with it." 'All of these_are
bad reaSons for producing a product with many
media components. Tbu§, close attention
should 'be given the qdestion Why use film or
video tape or other audiovisual'Material if
a well-illustrated book'or pamphlet will do'.
.the job?

The initial' step in answering this quesiion
-is. careful analysig",of the inTormation to be
conveyed. Is more than text required' to con-
vey the information to the intended audience?
Obviously, the answer requires a familiarity
with the audience and a knowledge.of the ex-.
tent of that,audience's lear6ing .capacity and
ability to respond to and comprehend various
kinds of stimulation (auditory visual.^tac-
tile). With .the intended audience analyzed.
the means of presenting the information-

6 Determining Need and Effectiveness
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effectively can be approached from the very
practical standpoint ot determining what fac-
tors are needed to convey information. For in-
stance, will the product require drawings,
photographs, working models, sound, color,
moH.on pictures, realia, or some combination

-of these? Finally, Will it require some form of
a learner responso system to get the message
across?

Determining Need and Effectiveness 7
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Can the product be reproduced and distributed.
and at what cost? The mechanics ol prot:act
reproduction and distribution are of major con-
cern. The cost-benefit ratio is of critical
importance in deciding whether a particular
product ean be disirihuted. Feasibility, theil.

concerns such matters as cost and the mechanics
of reproduction.

PRINTED MAiti..P

Printed rw ter in some h)rM n-ifl
every produet distributed through the National
Center.. Entire products may be printed mater-
ials. Printed matter in mixed media packag.es
serve.-t to uni1y the product., bringing the parts
together in a cohesive whole by means of work-
books, 'Ae!.ksheets, teachers' manuals. :-.cripts

instructions, card sets, and descriptivelprome-
tional materials.

Fortunately, the ;;uest ion of feasibility ap-
plies only marinally to the printed portion
of a product because printed matter is more
easily reproduced than is audiovisual material.
Fw the developer, these problems are further
reduced by the fact that the National Center
Prefers to receive manuscripts rather than
masters, with the exception of illustrative
matte-ial. For the sake oIf ease tn preparing
for'preduefion. NCDPIH has set to m'ollowing
reluireents for printed mate:'

writte!,, double-spaced, 1

tt. I" h.,,nd

t ity



A minimum of one-inch margins on all
sides

Numbered pages

One style of type nd one color of
ink (preferably 13ack)*

Even after writing, checking, and typihg a
manuscript to the above specifications, a
developer Should obtain the services of an
editor if one is not available on the staff.
The editorial function is one of polishing
and r,-qining the manuscript materials. More
specitically, an e,'.itor provides the follow-
ing services:

4 Creating and/or insuring grammatical
acceptability

Creating and/or insuring stylistic
consistency of text, heads, refer-
enees

_reating and/or insuring content ac-
curacy, clarity, consistency

Insuring accuracy of entries :n bib-
liographies, reference sections, foot-
notes, cross references

Ascertaining that the e,rrelation be-
tween printed and audiovisual compo-
nents is accurate

Die- Media, Materials, and Technolo,gy (MMT) sec-
tion of the National Center provides editor-
ial services for all products distributed by
NCEAMH and editorial consultatiOn for other
products, but it is cxpected that basic edit-
ing will have-been done on all products prior
to their submisson to the National Center.

Free-lance editors are available for a reason-
able fee in most locations (English departments
and journalism departments on college campuses
are good sources). In most urban areas, there
are publishing companies that may he able to
nrovide assistance in locati.g qualified free-,
lance editors', and some publications include
lists of editing services.

10 Insuring Reproduction Feasibility
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NCEMMH accepts but does not encourage the sub-
mission of camera-ready copy (material to be
photographed directly for reprociction) or
master printing materials (i.e., plates or sten-
cils) of printed text material. It is diffi-,
cult and expensive for the. National Center
or any other publisher to make even minor
editorial changes on such 'copy. If camera-
ready...copy or plates are to be prepared by the
developers, it is urged that they make this
fact known to the editor of the MMT staff at
the earliest possible moment so that specific
guidelines can be set for the'product at hand.

Unlike text materials illUstrations that are 411.

to be printed should be in camera-re:1:1y fort,. Art.L:ork

Except for overhead transparency masters, which
must fit a standard 7 1/2" x 9 7/16" frame,
illustrations for printed materials do not need
to conform to any specific dimensions', nor do
those that are to be used for maps, wall charts,
and other such materials.

Pages with illustrations List be coordinated
with text pages, and clear instructions should
be given to indicate placement in relation to
the text. More specifically, the following
rules should be observed:

Place the illustrations nearest the first
reference so that, when the illustration
is viewed, the book does not have to be
turned sideways. If the illustration
has to be located broadside. it should
be so arranged that the top of the page
is turned to the right for normal view-
ing.

Number each illustration, using a con-
sistent system throughout the publi-
cation.

If labels are used in an illustration,-
treat these labels consistently through-
out the publication. All should be done
with a typewriter or lettering set.
Hand lettering is seldom acceptable,

Make captions consistent throughout the
publication.

Make style and technique consistent
throughout the work: e.g., nhotographs,

-%epruduction Feasibility 11



drawings; .and 'paintings should not
be mixed unless their mixed use is .
integral to the text. Two st'yles.of
drawing, for instance, should not he
used either.

Avoid unnecessary color, because it
substantially increases production
problems and cost. In charts and
graphs. use different line weights or
dashed lines of varying iengths in-
stead of color.

Shade illustrations. if necessary, to
clarify for the reader what the il7
lustration is. Screens, crosshatching,
reverses, dots, or similar devices
may be used. Sheets of various. kinds
of transferable shading are available
au most art supply houses.

Avoid the use of art media that might
easily smear, crack, chiP, flake, or
peel or that might not print adequate-
ly. Soft pencil or pastel drawings,
for example. are not recommended.

O Mount all artwork securely on heavy
card stock. Cover with plastic wrap
or clean paper and be sure to package
securely for shipment.

MEDIA

Feasibility with regard to audiovisual media
is more complex than is with printed. matter..
It has sever.al aspects and raises a number of
questions:

O Can the product be reproduced at a
cost that will allow those who would
ose it to buy or rent it?

Is tho target audience equipped to use
the media format under consideration?

Can the product be reproduced in
quanti'4 without a loss of quality?

Can the product be reproduced in quan7
tity in a. format that is acceptable
to the target aUdience if the original
f.ormat proves to be unusable?

12 Insuring Reproduc.tion Feasibillt



Once media seleCtion has been'made,.the de-
veloper has a notion of an-ideal product, a Cost-Benefit
notion which will, almost without exception, Ratio
have to be compromised in production. Often,
the first compromise is in the initial produc-
tion, unless the developer is fortunate enough
to have all the funds required. Another corn-.
promise may come at the point of testing a
prototype vt,r.i.r, of the product in the
setting for which it is intended.

:The most critical assessment of cost, ftom the
point of view of NCEMMH, is the unit cost of
the product when distributed. If this cost is
judged to be so great that the Product will not
reach the intended audience, then some meatis
must be found either to bring the cost down to
an acceptable level or to devise a scheme of
-distribution that will bring the cost per user
to a level that will allow for adequate Jissem-
ination No exact dollar figures can'be given
regarding acceptable costs. However, on an
average, only about 1 percent of all school budg-
ets is spent.on printed and mediated materials
for instructional use.5 High priced items--with
a sale price of more than one hundred dollars--
require considerable justification in the mind
of the administrator and/or teacher to warrant

-a decision to buy. Products intended for pur-
chase by school districts oi-residential schools
and for'use by many people within the district
can be sold to fewer purchasers at a somewhat
highof_price.

Considerlition.of the cost-benefit ratio inovita-
bly, raises the issue of rental versus sale.
Rental works well for 16mm motion pictures--
an advantage to the developer since this
is one of the most expensive media formats in the
field. Unfortunately, it is the only one suit-
able for rental on a: national and Jarge-scale
basis. 'The problem-is one of inspection. Books,
video tapes, and mixed modiakits cannot be
given high speed inspection; -therefore,they are
only sold--not rented--by NCEMMH distribiitOrs
and mOst commercial distributor's. If rental
is anticipated on a local basis, as in the
case of workshop packages or large kits that
are designed to be distributed by school

"Survey Results," EpiegAm 4, no. 15 (MaY 1,
!-)7.43): 2-3.
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systems, a unit sale cost of more than one hun-
dred dollars is not unreasonable. It should be
borne in mind, however, that the NCEMMH staff
will look for some evidence that potential buy-,
ers may be interested in a product.for rental-

use as well as for purchase.

Generally speaking, the.unit cost of a product
is dependent on the marketing potential and
the cost af production. Reproductjmn costs in-
fluence the selling price of a product. Devel-
opers need to beware of overproduci:.g a product,
,tuffing in too many parts and pieces, and, by
the same token,.developers need to'avoid "gold
'plating" a product--making an item heavier,
stronger, bigger or of more expensive material
than is needed. Such preducts are not only
expensive to reproduce, package, and therefore
to purchase, but they are also costly for the
user to ship, store,- and maintain, if repair
or replacement becomes necessary.

It must also be pointed out that products placed
in noncommercial distribution by NCEMMH are
largely limited to printed publicaLions and
audiovisual media. Products featuTing elaborate
game boards, toys, puppets, specimen collections,
models, orother realia can be offered only to
commercjal publishers. through a Request fin-

Proposal (RFP).6 Commercial publishers have
their own share of the marketplace to consider,
hcrwever, and are unlikely to bid on a. product
that, will not sell at a price or 'in a quan.tity-
that will allow them to recover coSts and make
a 'profit.

The need for special equipment "hardware" in
locr order to.use medifited product "software" is

a serious problem, and one that shows every
sign of getting worse. One of the disturbing- .

aspects of the media boom in education, and of
.

free .enterprise in this country, 'has been _that
nnyone is at liberty to manufacture and market
any kind of projector. player-.- or viewer using
any size and.variety of film, tape, or disc.
This has been done with little regard to the
matter of compatibility in order to permit the
use of existing films, tapes, or discs on new
machides. Furthermore, some manufacturers have

6. The National Center's RFP process is ex-
plained on page 32.

11 Insuring Reproduction Feacibility



implied that there will be an ample supply of
software materials available for their equip-
ment in the future. Whethcr this supply actu-
ally becomps available is another matter, re-
gardless of what good intentions the developer/
manufacturer has. Careful consideration Must
be given to the choice of media format, because
it will affect the useability and salability
of the.product in the educational marketplace.

Incompatability among video tape and other
formats is a problem when it comes to making
a decision. A developer is often faced with
choice of uSing equipment at hand or attempt-

ing to predict future trends_in_audiovisual
hardware; Some attempt is made to sort out
the format mélange in the PartS Identification
ist in the NCEMMH Product-Intake Form.7 In
some cases, the National Center may recommend
a new format for a product to increase its
distribution and utilization potential. '

On the brighter'side of the situation is the
fact that there are a number of formats that
are generally accepted and universally adopted
in_the educational system. Print is the most
universal and generally 'requires no special
equipment for use.. (Print.includes braille
and photographs to be reproduced as halftones.)
The 16mm sound motion picture, film has.re-
mained basically unchanged since its intro-_
duction in 1930 Nearly every scool in the
country has 16mm projectors.. Equipment for
projecting the 35mm filmstrip. 2" x 2" slide,
and'overhead transparency is almost as univer-
sally available as are phonographs that will
play 33 )/3 and 45 rpm records. Cassette tape
recorders are becoming increasingly available.
and some'can be used with automated filmstrip
and slide presentations. The. 3/4" video cas-
sette is the video fape format offered by .the
National Audiovisual. Center (NAC), the agency
that distributes.NCEMMH mixed media products,
flzflthough other video formats can'be made avail-
able. by NAC....upon request.____J.NCEMMH is contiru.,
.ing to-collect information in this area, -and
the staff of the National.Center's Media,
Materials, And Technology (MMT) section can
provide consultation if needed.

7. 5(-0 AppendiN P.
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41, It is necessary to discuss technical consider,
Rerrnlutfn ations in order to deql with the question of'
in quantity reproduction. Low definition media
Quant formatS are not suitable for duplication and

are particularly unsuited for reprodUction on
a .high definition medium. Definition is
simply the amount of detail in the image,
determined by the number of scan lihes in a ,

video image, dots in a halftone, or'silver
particles in a photograph. Since video images,
halftones, and photographs are made up of
many tinyoelements (lines, dots, or particles),
the larger the physical size of that image, the
greater the number of elements there are to-.
make up the image and the sharper_ and more

-..detailed it becomes.

for
Low definition formats, such as 8mm film, and
4/4" and 1/2" video- tape, ard.suitable for
.distribution purposes, but not suitable for
original production because of the inevitable
loss of quality in the duplication process.'
This is a result of the limitations of present
technology% which cannot make an exact-dupli-
cate. The loss of quality .is magnified when
.one small low definition image is copied on
another of the same sizes. The duplication prob-
lem is alleViated by the use of a high defin
ition original .for duplication on a low defini-
tion release format. , To ensure good reproduc-
tion' quality, a high definition image recording--
medium such.as 16mm film and 1" or. 2". broadcast
quality video tape should he used to produce
the original or master for-Jubsequent duplica-
tion. The same basic principle holds.true for
recording, although the specifics involved are
somewhat differ,-7t. In audio recording, a noise
and distortion :1.ctor is aiways present, and it
increases with duplication. To make original
recordings, 1/4" or 1/2" high fidelity profeS-
sional quality.equipment'should be.used.

.Two ruleswith regard to audiovisual products
intended for quantity distribution are:
(1) all other things being equal, tte'larger .

--the si4e.of tho-recordingmed-i-uM-; the-better
the.quality Of the original recording; (2) 4up--
licates are always inferior .to the original.
Finally,.in order to maintain the quality of
an original recording or negative,Atit shouad-
beNstored under clean, temperature- and humidity-.
controlled conditions. Masters must not be

II
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played cr projected.. Doing so,will invariably
result in damage ..and/or loss of quality'.

An original may be unsuitable for reproduction
in the same-format for'reasons such as an ex- Adapation
cessively high reProduction cost, a lack of .

the necessary reproduction equipment on.the
part:of the audience, or a shift in the equip..-
ment standards. .1n -such instancest adaptation
may be the only alternative.

-Film and audio tape iiresent'no significant prob-
lem,so long as fio attempt is made to record the
original material at- other than a standard speed,
or on an audio .cassette or 8mm film. With video
equipment)the probl?m is complicated. In addi-
tion to the large number of incompatible formats,
there are extant a number of video tape record-
ers that, although they use the same gauge of
recording tape, are not compatible with those

-manufactured since 1972. Material recorded:on
these.obsolete machines simply cannot be played
on a_machine with a different scanning-piteh.
The result is a continual rolling of the-image.
This can sometimes be corrected. There are lab-
oratories .that specialize in audio, video; and
film. "rescue- work and often the results are
good, but costs are_Tery high,-and-the resultS-

--are-neVer' as' good as-when there is a proper
master in.good condition. The most practical
and least expensive procedure 'is to begih by
making a good original in a standard format
such. !as one of those suggested earner.

Feasibility of media reproduction can generally
be assured if the developer follows three basic
rules:

Use a.high fidelity and high definition
recOrding medium for original produclion.

Store originals carefully; do not pips'
t horn .

rf doubtS7ONTStregatding-thesuitability
, or practicality of using a particular

format or type of production, equipment,
obtain information about the equipment
and the forMat from an informed Source.

V'
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TECHNICAL.ASSISTANCE

The bibliography at the end of-this publication
.offers a selectiOn of basic references in addio-
-visual, film, and television preduction tech-

niques, as yell as a list of.other.technical--

.reference works. Included in this list are
...,references for'preparing printed materials.

1

In obtaining production information the valne

Pz-ofeosicn of consulting a professional media producer,
artist, and/or'editor cannot be overemphasized.
Free-lancers are recommended, although the MMT
staffhOit the National Center iS prepared to .

render technical and editorial conspltation -

within the limits of its resources.° TheSe ser,

vices include information regarding format apprb-
priateness and technical assistance in planning

and developing products for-distributiou. The

MMT staff, along wjth the aforementioned pro-
fessionals, can be of greatest assistance by

participating in the early stages of precinct,

development. In the past, developers have too
often sought these skills at the crisi,s inter-__
vention point in what amounted to salvage'and
reclamation' operations.

See page 74 for information on how to contact

the MMT staff.
e'
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If a product IsJconsidered for distribution by
the National Center, detailed .consideration
must be given to legal matters such as obtain-
ing the proper clearances for inclusion of any
copyrighted material in a product. Subject re-
leases must be obtained for filming', video tap-
ing, photographing, and recording the voice
or image of an individual to appear in films,
tapeso.printed matter, or any program components.

Eopyright is a generic term describing a body .

of written and unwritten law designed to protect coTiyright
the works of authors and artists, Based on the'
principles of the EngliSh Common/Law, which protec-
ted works before they were publtshed, there has
evolved in America a two-prongek_scheme of copy-
right protection. Each state affords to its na-
tive authors protection for.their unpublished

,works. This protection, known as common-law
. copyright, varies from state to state,and. per-
tains only to nonpublished we ks. Once h work
has been published, this protection will, typi-
Oally, end. A federal statutOry scbeme protects
works after they have been published. This. .

scheme, principally codified in the 1909 Copy-
right Act, preserves authors' exclusive rights
to copy, vend, publish, and/or adapt their works.

For the developer, this system of copyright pro-
tection has a dual application. On one hand,
it permits developers to pursue their objective
without fear of misappropriation by others. On
the other hand, it imposes added responsibili-
ties for the developen who may use works that
are not,original to his or her product and that
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are already protected by copyright in one form
or another. Avoiding misuse of such material
can be accomplished, through the exerciseOf calf-
tion and.common sense, coupled with a little
knowledge of what the law requires. Because
common-law copyright ..is'not uniform and extends
only to nonpublished works, na attempts will be-.
made bere to explore its parameters. 'However,
statutory copyright protection is clearly
extended to 'all properly registered worksof an.
author. Proper.registration requires:, among
other things, that each copy of the work be .

published with a proper notice of copyright.
'This notice comprises the word copyrightor the
symbol© -- ©and® for tapes--followed by the
name of the holder of the copyright and the .
year in which the copyright was obtained. In a
book, the notite is usually found on the batk
cf the title page.- In photgraphs, the notice
s:lould be in the lower right-hand.corner or on
the back. Motion pictures usually contain only
one notice, generally in the lower right-hand
Corner of the, title frame. An audio cassette .

has the symbolSOD andaon the cassette body.

It is important to note that although. publi-
'cation with a proper notice-of copyright is.suf-
ficient to secure a '%naked" coPyright, protec-
tion afforded under the statute is not cOmplete
until the copyrighted work is registered: ,

,
This protection'extends for twenty-eight years
with arenewal period of similar length. A

work, in the copYright sense, is any one of
large number o r items specified in the Copy-

right Act, ranging from books to statues, pi -

.author,in the copyright sense, is the originator
of or moving force behind the prOduction of
the work. Thus, photographers are authorS of.
their photographs. It follows then that an au-
thor can secure copyright protection only for'.
those parts'of. Ihe work which he or she authored.
An author may not copyrightan idea, but can
prevent others .from expressing that idea in iden-
tical: o.t. :).1most identical language and/or repre-
sentat;on.

In compiling-Materials, developers may de:4ire to
use works authored by persons other than thm-
selves. If so. the first thing that must be
decided tS whether using the work constitutes
copying, in the copyrigp4. 'sense. A copy-need
not be ickentical. All is required-i that
th y. copy demonstrate "stMstantial similarity"
to the original work. Most of the time this is

20 Complying' 0:ith Legal Requirements
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-a relatively simple evaluation to make,.but:
..!.there are a-substantial number of.instances

where the.lihe is not o easy to draw. For
.examplepdoes usiAg the first eight barb of
a populartune in an :otherwise original tune
constitute.a,copying'ef the popular tune 'in
violation of the Copyright A t?' A developer

. might not.think t therj are a number -
. Of courts that ': R ther tl$a.n aeave 'it up to

a court, .the best approach is to.proceed with
If.develdpers have any:real doubtS

about the.works they are using, they should
. either ask.soMeone experienced in the field

asaPme that they are copying and proteed
f m there.,

. ;al funds may.be copyrighted in.the traditional Obtaini)

Materials developed with privale or .iunfeder-, 4/11!

Manner. This requires publication.with the a
;proper copyright notice and 'the deposit of two Col*right

, copies of the work with the Register of Copy-
rights at the Library of Congress. More com-
plete infoymationcan be oktained by requesting
information...circulars and other pertinent ma-'
terials frem:9

1

The Register of Copyrights
Washington,'. D.C. 20202 10,"

Lirlt is of particular.interest to.developers.of
instructional materials that %)/orks developed
Ptrsuant to United States Offlce of EdUcaUoion
'(USOF) granteand contracts are also stibj6ct
'to the copyright guiNinesNset forth by the
USOE. The permission elf,,the'Offiae of-Educa-
tienmust be sought and received before /orks
.developed-under projectgants And contTacts
may be.disseminated undeK qopyrielt. Note
.the.Office aT Educatipn does not itself WRY-
.Tight the.works, but will.merely'authorae the
developer (who is genertlly the contractor/.
grantee) to copy 'ght e work -in exactly .the
same manner that e Or4te.would copy.right pri-
_vately funded work,'.'

ThereAre two' forms of-copyright authori2ed
by the Office of Education.' The first:form j.s

-knowleas a developmental copyright. -Its

9, A itiffa,cf relevant circulars appears in
-A0pendix C.

.

. I
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purpose As to protect curricula and other ma-
terials from falling into the public don-min-

'.while they are being developed, tested, and.7.

evaluated.

The second form, known as a 1 jihi td copyright,

will protect after publication. However, the
period of protection will be restriCted to a

sp*cified limited period. Hence the term
co:)yri2ht. In all other respects, the

protection afforded the author under this and

the developmental copyright s,citerminous
the statutory.norm.

The Of.ce of Education has develcyc4-detailed
proc'edures to be%followed by WE-funded devel-
oPers who wish tO disseminate their works un-
der..copyright. Because these procedures are
Igirly detailed and are subject_to periodic
.revision,-ä summary of their requirements here
would 6e ineffective. Copies of the guide-
lines, as well as other information pertinedt
to 1-)oth developmental and limited copyright I
m[wbe obtained from:

.;

Copyright-Adminisrrator
National Center. -for Educational

Communication
J.S. Office of Education
400 Maryland Avenue .SW

7
Washington, D.C. 20202'

.
If awork Is pron:cted by.ctopyright, develop-

.

ers must obtain the permission of.the copy-

PeZees right holder before including the work in their

materials. This should be done even if the
materials arenot targeted for mass distribu-
tion. The best way to do this issimply ta-
write the copyright hold:Lg. requesting permis-

sion to use,.the work. V)e request should be
both detailed and specifii2. Included in the
request should be;

A description of exactly whaWork
is being'discussed

How the developer intends,to use it

The intended audience

* The intended distribution
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The proposed publication date

Sample credit line

Specifics as to royalties or fees; if
an;.;

It should be remembered that any reputable
publisher, including NCEMMH, will not publish
a product urfless it is certifiably free of
copyri.::ht entanglements.

In the production of instructi.onal materials, 4111)

a developer will often use stadents parents, .T,'itmt

school personnel, and Other individuals--both F:'cicasPr,

professional and amateur--as actors or actres-
ses or, to use the more general term, as talent.
It is impertant that anyone whose image appears
in any so/t of'photographic reproduction wheth-
er it is,a still, motion picture, or video im-
ago--or/whose voice appears on any variety

.of ..-;otuid track--be required to consent formal-
ly to/the release of the photograph or sound
rec ding.- Exceptions are those who are un-
recognizable and those filmed or recorded in
p, lic place--on the street or in a meeting
lace oben to all persons at all times. Ob-

/
.
taining such a'release is crucial. Using the

/°photograph or tape without.consent will of,Ten
raise questions of possible ,..iolations of the
right-to-privacy. The'only way to aveid hese
problems is to-obtani, in advance of the shoot-
ing or recOrding, a valid release of consent .

.

form.

The consent.must be in wWing and should be
.as specific as possible. ' ote that if the.
perSon whpse picture is heing. cfsed is a minor.
the consene form must be signed by the parent

.or guardian, as well as by the minor. Ail sig-
natures should be witnessed by third parties.
A consent form should clearly state:

The type of photographs or sound recOrd-
ings invo1ve6

The uses to which th y may be put

10 See Appendix D for a samnle talent release
form.
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The projected distribution of the pro-
duct

A waiver for personal injury claims

A recitation of any fees paid or to be
paid, if any

A granting of a right of final approval
to ,the signor

The form must be L ted and, 'whenever possible,
copies of the dated photograph or recording
involved should be affixed. It is recommended
that a separate consent form or an additional
section be prepared for photographs or audio
rocordings for publicity purposes. The signors
should be informed of any changes in the intend-
ed use or diStribution of the materials and
.should initial their approval of such nhanges
on the original consent'form. The forms Should
be signed before the pictures (or tapes)lare
made. Although some of this may seem cuMbersome
and repetitious, it should be borne in mlind
that not onry .the success of a product, but the
developer's reputation and good standing 'within
the community are at stake. Although nottall
states recognize a right-to-privacy as
these basic precautionary procedureF; shou c d Le
followed.

I

1

CP 7Jaterials developed (er to be developed)wili
ihe aid of federal funds (directly or indfrect-
ly) must be cleared by the Office of Education
through its Office of Public Affairs (013A)
On one fevel, the clearance procedures ensUre.
-a minimum duplication of effort in_the area of
materials development. In addition, the pioce-
dures include a preliminary quality and colts
check. 1

To obtain an audiovisual product clearance the
project officer, jri conjunction with the devel-
oper, must submit.seven copies each of Health,
Education, and Welfare (HEW) form 524-A and a ifro-
posa: describing the audiovisual pr,Auct td the
USOE/HEW Audievisual Clearance Officer:"

I

,

The term ,;:4,17:oocz: P!::.:,7,s, as defined by OSOE/'
HEW,refers not only to the completed P roduc't,

11. A copy of form HEW 524-A is included in.

Appendix F. i
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but also to all steps and techniqueS.leading
to the realization of the completed product.
The term L:uvers motion pictures, video tapes,
slide shows, filmstrips, audio recordings,
exhibitory (or similar) materials, design lay--
OtM,,..,preparation of scripts, filming or taping,
sound recording, editing, fabricating, or
other activities leading to the acquisition

. or Creation of audi-avisual materials regard-
less of intended use.

Developers involved in writing manuscripts
-.under a USOEcontract .or grant Must obtain a
serarate set of_clearances before the manu-

' script can be bublished12 Clearance should
be obtained before the manuscript is started.
The procedure to follow in obtaining the .neces-
sary clearances, as well as an outline of what
information mu. be on file,is contained in a
booklet envitle',, PPt::aP-2 :.!nu-

r3erts
and is available from:

Offjce of Public Affairs
The Office of. Education
Publications Branch
Editorial ServicOs Division
Washington. D.C. 20202

12. A copy of the HEW Publi-!ation Plan Request
appears in Appendix E.
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The Media, Materials, and Technology (MMT)
section of the National Center is concerned
with the reproductibb and distritmition of
needed products for use in educating handi-
capped learners. To,developers !-)f such prod-
ucts,.MMT offers specific technical assis-
tance at any stage in a product's development
and in a form ranging from telephone consulta-
tion to a site visit for in-depth planning.
Staff members of MMT are _available to'answer
questions and to offer suggestions and/or al-
ternatives in such areas as: diStribution plan
development, media production, editing and -

.design, packaging_considerations, market analy-

.ses, legal requirements and considerations
to ensure distribution, publisher contacts,
and competitive product searches. It performs
these services within the limits of budgeting
and staff-time constraints.

In addition to providing this technical assis-
tance, MMT.is a functional liaison between the
developer of a product to be used in educating
the handjcapped and the child or-educator who
needs ttiat product. The goal is to get into
cir'culation thosQ worthwhile products for the
,handicapped that are needed, but tklat are not
currently available from other government or
commercial sources (the National Center does
not consider or distribute any commercially
developed,material).

THE ROLE 6F THE DEVELOPER

To arrange for the successful production, pub-
lication, and/or distribution of a completed
Product, MMT requires the developer to follow
a siandard procedure:
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'Send an initial description of the
product.

ComPlete and return-the NCEMMH Prod=
act Intake Form.

0. Send the product prototype or master
if requested.

-Be available to cooperate with MMT
editorial, design. and media Special- .
ists in the final preparation of

the product.

Product developers who wish to distribute!
their products through the National Center

-..-;.702,iticr2 should begin,by writing a detailed description
of the product .using the following outline
form:

Instructional objective(s)

Major subject area and Skill

Handicap group(s) for which the prod-
uct is appropriate

Interest level

Instructional'level

'11 Media format.

Intended use 0.ndividual, small or
large groups, with or without teach-
er assistance)

Stage of development (idea, dra1t,
prototype, field tested)

Testing results or plans for validation

The description should be sent to:

Media. Materials, and Technology Services
National Center on Educational Media and

Materials for the Handicapped
The Ohio State University
Columbus, Ohio 43210

The product should not be sent with the letter.

3 2
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If the prescribed information.indicats that
.

the product will probably meet the_select.ion. Product
criteria, NCEMMH will request the developer to Intake
complete the Product Intake Form.13 This form Forw6
is.admittedly rather long and complex. Howesier,
to perform its clearinghouse function effec-.
tively, .the National Center must be able to ob-
tain certain vital rnformation and.documentation
from produet developers.These include verifica-
tion that the developer has obtained such -neces-
sary legal clearances as subject and copyright
releases. The form also asks for verification
that..such maSter materials as photogrhphic
negatives and video and audio tape masters are
id existence and in good condition--an absolute
necessity if a product containing film, photog-
.raphy, or magnetic recordidgs is to be 'repro-
duced.

Un.ce the National Center. has -finished. its check 411110

of the completed Product Intake Form, the devel-
oper is asked to submit a distribution or pro-. Product
totype copy (and/or manuscript). of the roduct.
Master materials should not be sent until they
are requested. All matori:Ils shotrld be
insured.

When th-e jntake Form and a sample of the prod-.
uct have been roceivecL a screening procedure
begins,-to decide whether the material should
be distributed:. What, if any, modifications
should be made Prior to distribution;-what level-
of investmeat_in-the materiafS is warranted; and,

-1ThaTly, what method of disrfibUtion can best be
used. to reach the target audience. This screen-
ing normally takes about one month following the
receipt of the completed Product Intake Form and
the sample product. Upon completion of the
screening review,.developers are notified of the
screening.decision, and all produzts not selected
fo extended review are returned, accompanied by
explanatory comments.

For products that are accepted for.extended re-
view, at least another month is required after
the screening rev,i(-N is completed. At the end
of the extended review, developer's are again
notified, products requiring,,significant develop-
ment are returned,and reasons for further devel-
opment are, explaj.ned. Products may be'resub-

.13. See Appendix B.
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mitted, but only if the developer can demon-
strate that changes and improvements are in

accordance with the recommendations of the
sCreening, or extended review. However, nO
:tiarantee is made or implied that the product
%ill be accepted after a second submission.

For those products identified for distribution
by NCEMMH, masters are requested and prepa-
ration is made for either commercial or non-
commercial distribution. Whatever means of
distribution iS chosen, contact is main-
tained with the developer, and recommenda-
tions from the.developer are welcomed.through-
out the production, distribution, and promo-
tion stages of all products.°

THE ROI.,E OF NCEMMH

NCFMMN is specifiCally searching for child-use
and media-training materials and selecting
these types of products for distribution con-.
sideration. With regard to such prbducts sub-
mitted_by a developer' to NCEMMH, the.MMT sec-
tion of the National Center provides services
that include:

Reviewing products to assure their
appropriateness, to the ALRC/SO/NCEMMH11
program, the effectiveness of their
instructional design for the handi-
capped, and their marketability for
commercial or noncommercial publicaL
tion and distribution

Providing production expertise in such
areas as editing, designing format,
copyrighting, preparing legal releases,
and packaging, to assure the,,readiness
of the product for reproduction and
distribution

Arranging for product distribution
and promotion

,
Initial consideration of a product begins as
soon as thz developer offe,rs the material to.
the National Center for di:stribution con-
sideration. 'The evaluation process starts
with a screening performed by MMT professional
special education, media, and editorial staff,
as well ar by professionals from outside the"

14. See Appendix A for explanation 'of this
program.
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National Center. The evaluation is based
on the-following considerations:

Priorities established in cooperation
with the Bureau of Education for the
Handicapped

. Need for the product by the specified
target population

Evidence.that the field is aware of
the need and wants access to a prod-

-7. uct that would satisfy the need

Number and quality of competitive prod-.
urts available

Prevalence of the content of theprod-
uct-in the curriculum of the target .

population

State of the product for review; that
is, whether the product is complete
enough to be reviewed, whether it can
be reyiewed in the field or requires
an on-site review because of its physi-
cal size, wk,ether the-information re-
quirements.for entry into the reView
process have been met,'as determined
by the Product Intake FOrm and, finally,
the cost of providing sUfficient,copies
for review.

The MMT screening review and accompanying com-
petiti-,:e product search.determine whethe
a product will be entered into an extensive,
review proCedure: Extended reviews are per-
formed, by experts from outside .tbe National'
Center who approach the products from three
broad areas of concern: ,

Accuracy of curricular content to deter-
mlne whether there are erroneous con-
.cepts, facts, approaches

Suitability of content treatment for
the target population to determin
the appropriateness of.the learning
objectives and activities including
adequacy of.instructional des.ign, ob-
jectives, and organization of the ma-
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Adequacy of mediation to communicate
the content and to accommodate the
handicap of the learner

It is expected-that all products will be ac-
companied by Iield-testing results, but occa-
sionally further field testing is requested
of the developer.by the reviewers. In such l .
cases, the services of the SpeCialized Offices"
might be available to prOVide appropriate field
testing, of the product prior to further distri-
bution,consideration by the Natiorial Center, or
the developer may- be asked to field test the
product more extensively.

sib Once a.product has paSsed through the screening .

and extended review processes with favorable
recommendations, MMT folloWs one.of several
courses toward entering that product ihto ci-

Products for which there is a heed
but an audience too small to make them com-
mercially marketable are known as "thin market"
products. In instances where a valuable prod-.-
,uct received by NCEMMR has such a limited
distribution potehtial thgt 'it'would not be of
interest to commercial.publishers, the National
Center functions as the publisher of the thin
market produat, providing all editorial, pro-
duction, distribut.ion, and marketingservices
necessary for noncommercial distribution. In

this process, MMT editorial, media, and design
personnel cogper;Me-with-the-devellip-ef-in ready-
ing-the product for reproduction, follOwing .

editorial and technical standards similar to
those of commercial Publishers. When a product
is ready for reproduction, masters are.dupli-
cated in quantities slifficient to meet the need
for the product.

If a prOduct has commercial potential, MMT
attempts to arrange for commercial distribu-
tion. In accordance with Office2.of Education..
guidelines, MMT deveioris a Request for Proposal
(RFP) and sends it to publisher/distributors
conSidered to have an interest-in produbing
and marketing.the product. Upon receipt of
proposals from commercial publishers;,, the
National Center (with the aid of an eXternal
reyiew panel) determines which proposal\affords.

T57. See Appendix A for an exOlan tion of th
Sneeialized Offices.
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the greatest potential and.awards a contract
4to.a publisher to.produde, sell, and distrib-
ute the.prochict. Products made ayailable
through an RFP are not edited or prepared in
any way by MMT. All review and field-test
data are provided to the commercial publish-
er, along with the prototype product so that
the publisher has all essential information
to issue the product according to:National
'Center recommendations. The National Center
assutes the role of publisher for RFP prod-
ucts only V:hen no commercial publisher.wish-
es to-distribute the product and the National
Center can distribute it economically.

Products published by commercial'publishers alb

are, of course., distributed by them. NCEMMH- Dist!ibution

published products that-are print only. are 'and
distribUted through the Ohio State University Promotion

Press.in Columbus, Ohio; audiovisual and
mixed media products are distributed through
the NationalAudiovisual Center in Washington,
D.C. A limited number of all products pub-
lished through the National Cent'or, whether
commercially or noncommercially distributed.
are, made available on loan through the
Special.Office for Materials Distribution in
Broomington, Indiana.

-Products-mibligh-e-d-b-FTitEMMH are publicized
through the Ohio State University Press and.
National Audiovisual Center catalogs, through
the National Center's' catalog and newsletter
(4prvos ), and through information' fliers.
Advertising in national publications,- at can-
ventions, and through appropqate organizations
is also a part of the pub4elty campaign for
many products. Commercial publishers that
are awarded a contract for a product through the
RFP.procedure are responsible fOr publicizing
that product. The National Center does facil
itate publicity announcements for commercially
distributed produCts in the form of news re-
leases to journals and other:publications. All
.publicity announcements specify the distribu-,
tor.from which the product may be purchased.

Working with NCEMMH 33
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il
For the past decade,,the Bureau of Education for the Handi-
capped (BEH) has sponsored a variety of projects to research,.
develop, and distribute instructional materials for the han-
dicapped as.well as to stimulate local and state education.
agencies to,provide media and materials support servicas
for the handicapped. One sucti project is the Area Learning
Resource Center/Specialized Office/National Center on Edu-
'cational Media and Materials for the Handicapped'(ALRC/S0/
NCEMMH) program sponsored by the BEH Learning Resources
Branch olim.

Some.localities have outstanding programs for educating
children with handicaps, utilizing media, matey,ials, and
educational technblogy resources. Handicappedchildren in
other localities, hoWever,..:may not have access to the '

number and quality of resburces. The program of the Area_
Learning Resource Centers (ALRCs), Specialized Offices (80s),
and the National Center on Educational Media 'and MaterialS
for the Handicapped (rCEMMH) helps localities, states,.and

. regions to provide these resources. The underlying aim is .
to.increase and to improve opportunities for handicapped
children to receiv the best possible education.

ThP ALRC/SO/NCEMMH program is designed to interface.with
local and state m dia-materials programs and to provide.sup-
portive services ci those programs so that the following
zeneral goals may be achieved.

Where app opriate materials do nelt exist to meet
the need of handicapped students, needed materials
can be arde available through adaptation/modification
of existng materials and/or development of new ma-

, teriais o meet identified student needs.

40- Where us rs of materials are not aware of existing
material that will meet the needs of the handicapped,
information about relevant and-usable media and mater-
ials will be made available to the potential user.

Where u ers know about the 'availability of existing
materia s.that will meet needs of handicapped stu-
dents, but do not have physical access to these ma-
terialmaterials- will be made accessible on a con-
venient basis.

Where Materials are accessible but the potential user
does not knoW how to use them effectively, users
will have access to information and assistance in
the use'of materials.

BEk Learning Resouece CentOr Program 37
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Each component of the ALRC/SO/NCEMMH, program hasIan--identi-
fied.mission which, when.added to 'the missions of other,pro-
gram components, provides the cOmprehensive services to,sup.7
port theabove goals:

Area Learning Resourpe Centel',.s stimulate state program devel-
opment of state and intrastate media and materials services
and promote training of instructors in the selection and util-

j.zation of special education instructional materials. ALRCs
serve single or multi-state regional areas:

'three specialized'offices, for the visually impaired (S1),
the hearing impaired (S2), and the Otherwise-impaired.(S3);
identify existing media and materials usable with handicappedr
learners or determine which materials can be.adapted for use'
and/or need to be. developed for use., Material's identified
as usable with the handicapped are entered into the National
Instructional Materials IhforMation System (NIMIS), a com-
puter-based inOrmatibri retrieval system located at NCEMMH.:'

NIMIS provides a naticnal resource to the.ALRCs in responding

to information requests. The mission of the fourth special-
ized office (SOMD). is to deliver on al.loan or rental basis
those materials which are selected arta described by S1, S2,

and.S3 and entered into NIMIS.: SOs provide national services.

The National Center on Educational Media and Materials for,

-the Handicapped assists in identifying needs for 'child-use.
instructional materialsyarranges for distribution of newly.---

.
developed child-use and media-training materials, operates
NIMIS, and provides coordinative. services to ALRC8 and, SOs.',

NCEMMH provides national services.

38 BEH Learnirlg Resource Center Program
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Where to Obtain information In Yotir Region .

Concerning Learning Materials for the
Handicapped

If you need information ahout learoing ma-
terials for the handicapped.contact your local
learning resource cinter. The name of the local
learning resource center nearest you may he
obtained from the Area Learning Resource Cen-
ter (AIRC1 in your. region. The United Stales.is
disided into thirteen regions in the ALRC/SOr
:siCEMMH program. The 'following list of ALRC
adikisses and phones gises the region num-
ber Kir each state.

Directory of Area Learning
Resource Centers (A14FICs)

Region Center,
1 Northwest ALRC.

University of Oregon
Clirical Services -Building. '14ird Floor
Eugent. Oregon 97403
1503 )1141,&359I

2 California I.RC
NO South Commormealth Avenue, Suite 1304
I.o. Angeles. California 18/005
1213)381.2104

3 Southwest ALRC
Ness Mexico State Uniscr.its
Box 3AW
Lac Cru,.:.cs. NeS-1 Mexico 8818.0
(505) 6,46-1017

4 'Midwest ALRC
Drake Unisersits
1336 26th Street
Des Moines. low., 50311
(5151 271-3951

ic8as Al.RC
The 1.'1,i'venity of Texas at Austin
Co Hew of Education Building
1917. Speedwas
Avistin. Te3as 78712
512) 471-3145

6 Great Lakes ALRC
Michigan lkpartment of Education
Special-Education Services
P.O. Box 420
Lansing. Michigan 48902
(517) 373.9433

7 ALRC #7
Materials Development and Dissemination
Specialized Educational Services
Illinois Office of Education
100 North First Street
Spnngfield. Illinois h2777
3217) 782-2436

8 Otlio ALRC
933 High Street
Worthington. Ohio 43085
16141 466-2650

Re,lon

9 Northeast ALRet
168 Bank Street
Hightstown. Ness Jersey' 0
(609) 448-4775

10 Ness York State Al.R
55 Elk SOO. Roorn 17
Alhany."Noiv York ..234
(5181 474-2251

II Pennsylvania ALRC.
573 North Main Street
Doylestoss n. Pennsylvania 1890,
12151 345-8080

12 Mid-East ALRC
Unisers'Ay of Kentucky
123 Porter-Building
Lexington. Kentucky 40506
(606) 258-4921

13 Southt:ast LRC
Auburn University at Montgomery
Montgomery. Alabama 36109
(2051 279-9110 Ext. 258

1Serving All ALRC.1
NCEMMH Coordination Service;
National Center on Educational Media

and Materials for the Handicapped
'The Ohio State Unisersily
Columbus. Ohio 432Rr

4 , '

C20 .

(6141 422-759h

DEH Learning Rcsourcg Center, Program 39
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1.

Region State Region State

13 Allbama 9 New Jersey
r Alaska 3 New Mexico
3 Arizona- 10 NeW York
4 Arkansas 12 North Carolina
2 California 4 North Dakota
3 Colorado 8 Ohio .
9 Connecticut 4 Oklahoma

12 Delaware 1 Ore4gon
12 District of 11 Pennsylvania

Columbia 9 Rhode Island
13 Florida 13 South Caro'ina
13 Georgia 4 South Dakota
I Hawaii ; I? Tennessee
1 Idaho $ Texas
7 Illinois 3 Utah

ndiana 9 Vermont
4 Iowa 12 Virginia
4 Kansas 1 Washington

12 Kentucky 43 West Virginia
I A Louisiana Wiyconstn
9 Maine 1 Wyomins

12 Maryland
9 Massachusetts Bureau of

Michigan Indian
Minnesota AffaIrso

i3 Mississippi schools
4 Missouri 1 Guam
1 Montana 13 Puerto- Rico
4 Nebraska 1 Samoa
3 Nevada 1 Trust Temtory
9 New Hampshire 13 Virgin Islands

Directory of Specialized
Offices

Special Office for the Visually Impaaired
merican Printing House for the Blind

1 9 Frankfort venue..
Hi 1,1145

1.o %vine. Kentucky 4020f,

Specialized Office for thy Deaf and
Hart! of Hearing

Bo-kley Memorial Center, Room 318
University of NebraskaLincoln
Lincoln. Nebraska 68581
14021 472-2141

Specialized Office Three
467 Wisconsin Research 1ind

Development Center for
Cognitive Learning

1025 West Johnson Street
Madison. Wisconsin 53706
th0i41 263-785 I

Special Office for Maternils Distribution
Indiana University

Center
Bloomington. Indiana 47401
i8121 337-2853Main Office
8121 337-1511Circulation Depar iinenr

40 BEH Learning Resource Center Program
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Product Intake Form page 9

!!EOIA FORMAT: Print Non-Print

Reouired.Lguinr,ent for Use _

DISTRIBUTION

Number of coples reproduced to date Number Distributed

Tyne of distribution: Local State National

!Aove all copies ised for field testing andlor distribution been marked as conyriohted?

Yes, If no. ,,AS Otherwise exoressly res:ricted?

De,,crite

42 Product Intake Form
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Product Intake Form 1

mATEPIAL AND MAP/INCE 5TATUS EMANATIOM

The following check list is a quick reference guide to determine the status of a product with
regard to its completeness. All sections shoul have a response. In some cases twn responses
will be appropriate, e.o., 3n item ray be complete and available or completed and not availahle
if lost or destroyed. a clearance has been obtained, documentation should be availahle and
indicated as suc he loss or nonavailaoility of documents on product materials can hamper
and in sl, ses preclude publication. . Nevertheless, the earlier !Nis information becomes
tv the better equipped our sta ff will be to work on solutions to this Problem.

A - Completed
6 - Partially'Completed
C - Proposed

-

Frodt.ct Oriyinals

D - Available
E - Not Available
F - Other (please enter comment)
NA - Not Applicable

Co.ments and Location

ABCDEF
_ .

_______

Product Printing Masters IABCDEF

Product Prototype IA6LDEF

Work Prints IABCDEF

Test ^rir': IABCDEF

Pro4uct DistriN..tion CDEF,1-
.

. 1 _
Fiold Test Occu,entation' IABCDCF

I

_Lifttase_12r.wardi_ _.L.

I

Talent Releases IABCDEF _

Pernisjonto j5,7 Cj-
rjhted Music or Other A

included Material

Office of Public Affair% LABCDEF
A-V Clearance (if
fe,.rilly. funded)

Script,Clearancp IARCDFF _

(if BEH f..nd,d)

Developmental Cot.4ri.;hc
Authorization (incl%d-
iog_ date)

IABCDET

4 5
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Product Intake Form

Dissemination Ccpyright
Authorization (Includ-
ing date)

Copyright

ABCDEF

4 4 Product Intake F9rm

ABCDEF



Product Intake Form

PRODUCT COMPONENT :DENTIFICATIOM

(See following pages Cor instructions)

°age 5

I. Parts identification: Prototype 'or Distribution COPy. List each part
of the ciyiolete Productas it is intended to be used by title and
turrat.

'2. List of originAl 7utorials. L:st by title, forrat, oaune. recordio
1,r,?P,I, and recording standard all product raster; that you hold that
have been usod in the reproduction of the product. Re sure that each
oiece of toe prt:duct is identified by the title of the part to which
it

V

;,(- S!1-,

4 P.M
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Product Intake Form Page 6

3. Give a statement of the goals and objectives of the product. (This should

be taken from your teacher's guide, which should be part of your Product.)

4. Make a summary description of the-product for publicity release purposes.

5. Include a packina list for each hox mailed.

46 Product Intake Form
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Prpduct Intake Form. Page 7

PARTS IDENTIFICATION

below is a sample of the completed section for this form identifying
the parts of the finished product and the original materials used to re,
produce the ;.roduct. For further information, see the reference list for.
product reprAdction components.

Sample)

1. Parts Identific'ation: Prototype or Distribution Copy

List each part of the complete product, as it is intended to be
used, by titlerand format, e.g.,

Teaching the Exceptional Child - 16inm sound film,

minutes (distribution copy

four E,ceptional Child: Information for Parents -
::.00klet, 37 pages (distribution cop-yr -

2. List of driginal materials.

List, by title and format, gauge, and recording speed all product
v4isters tndt you hold chat have
tfie product. be sure that each
fied by tne title of the part

Teaching_ the_Excepponal

been used
segment of

to which it

Child

in the reproduction of
the product is identi-

belongs, e.g.,

Recording
Item Gauge Format Speed No.

i) .4- Roll. Positive leolm Sound 1

2) "b" Roll Positive 1E0m Sound 1

.3) Uuplicating Negative 16mn . Sound 1

4; Aagnetic Track 16mm Sound 24FP5 1

5 4ork Print 16mm Sound 1

6: Test Print lEmm . Sound 1
7 Release Prints 16mm Sound 3

Your.Exceptional Child: InforEition for Parents

Recording

Item Gauge Format Speed , No.

I) Original Type Script 8-1/2"x11" 22 pgs.

;.) Original Art .qork 5"x7" 5

.5) Photo. Negat1ves 8

d) Photo Positives M"
1,) Booklet Durmy g"x7" 37 pgs.

6) Offset Plates 18x14" 10
. .

(Detach this page, DO %Ci RETURN)
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Product intake Form Page,8

3. A statement of the goals and objectives of the product.

GOALS AND.OBJECTIVES:.

A. To make parents aware of who constitutes an."exceptional child."

B. To inform parents of the special.problems involved in teaching
exceptional children.

C. To denunstrate the most up-to-date practices in the education

of exceptional children:

a. A summary description of the product for publicity release purposes.

Intended for parents of exceptional children, this package pre-
sents an overview of the educational 0OPO rtunities afforded these

children. The filn: and book aid parents in identifying exceptional
children and in providing these parents with information that will
enable them to get the best ,education possible for their exceptional
children.

Include d packing list for each box mailed to the NCEMMH, e.g.,

BOX .1%

Title Item (1Y9Y.

Teaching.the ExceTtionS1 Child 16nn sound filar 1

%

ENVELOPE il

Title

frur Exceptional Child: In-

formatton for Parents",

48 Product Intake Form
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\

\\S.till:PgtograElls, (No Forwt) qauge is determined hy-image size of master

\
.

1.\ Original negative or I. original positive
2. \\Iaster positive 2. Duplicatingnegative

. 3. Duplicate negative 3. Pelease print 'Positive
a. POsitive prints

\ .
s

(Slides andfilms.trins (No format for Silents) - (Sound Format) Audible tone ,

. \ 50 hzAn hz, log hz, 1nOn hz. ..nauges for slides 3re

\ 2"x7". 2-1/4"x2-1ia". 1-1/4"xa" for filmstrips lAmm and

l Orginal negative or - 1.. original positive
2. Duplicating pJsitive ?. Duplicating nenative
3. Ouplicatinn negative . 1. Zelease print positive

. 4. Relase nriht

Product Intake Form P ge 9

REFERENCE LIST FOR AUDIo-V1SOAC

PRODUCT REPROD6CTION COMPONENTS

The following list has been prepared as a guide to aid in identifying and
organizing the master materials involved in the reproduction of products. This
list-attempts to be comprehensive in the notation of possible components"that
noy b.e created in the production of various audio-vispal materials. This is not
to say that all of these components vd-1-*.be produced or will be 'extant at the
time that the product issubmitted to NCEMMH.

I

rnrma,ts (sound. siient:sound cassette,.silent cas-
sette)\ ?'ecordino 'speeds (?1 FrS, 16mm, IR or
oa cps,\rrp, Super 0.170 oaunes are nmn, 16mn and
15mm. \\

I. rictUre Nonative - A 9 :? nr

(0,r0), A II rolls (lfrin., and \
A roll 0617.0

2. Puplicatinn positive
3. nuolicat'inn negative
4. nrininal sound recordino -

I/a" ,391hetif: tare with c,0C
pulse, 16mm magnetic
,5mm magnetic film

5. Sound'recording negative
(opti(al)

6. Rele'ase print positive '

(include ..-ork prints ano
prints)

1,
\

i \

1. oicturo msitive
-?. Not apelical.le
3. Duolicatinn negative.
A, Same
5. 5ame
6. Came

(netach this nage. DO !!n? orTurvo

\
Product Intoke,Form



Product 1",.10 Form 0,' nage 10
.

.

Audipr'ig Formats (cassette and reel; monophonic, stereophonic; 2, 4, R track)

recording speeds (I-7/8, 1.3./4, 7-1/2, 15 IPS) nauges 1/8" (cassette)

1/4" and 1/2" reel. 4

Original master
2, qubbrng master
3. Release copy

-video Taoe Fornpts (cassette and reel), recording standards vari accordion t-
the make and model of video tape_ recorder; desionate video tapes.hy
Make and Model Number of the machine the edited master is record:A

On. flauges are 1/4, 1/2, 1/4, 1" and.2".

1. 0,4gina1'Acordings
2. Edited riaster
1. Duplicate master (optional)
4. Release copy

Audio Disc, Video Disc rormats (Audio.disc) (monophonic, 'stereoohonic) nauoes

are 7", In", 12", recordino speeds (33-1/3 mom, A5 rpm)

(Video disc) PCA, Phillips standard naunes .not yet

determined

1. Magnetic tane r!ater
2. Disc master
3. Mother for duplicating stampers (optional)
4. Stamper
5. Release copy

Audio Card Sets Designate format by rake and model of.machine on which rasters
were recorded. Desionate gauge hy indicating card size.

Print P'aterials Including MaTs, Flash Cards- and Art Work (No,Format)

- by ,sizn of origina-Cor maSter

t. Original typescript '

2. Original art work
3. Mimeo stencils
4. Ditto masters
5. Photographic materials .(see Still Photographs)

6. Offset plates
7. Book dummy (camera ready copy)
8. Distribbtion coPY

Transparencies (No Format) r'auge is 8-1/2"x11"

1. Original art work
2. Offset plates (optional)
3. Distrihgtiog copy

50 Product Intake Form
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Product Intake Form Pane 11

Realia. Toys, Puppets lomnat) (Mo oaune)

Give a brief description to include size, weight, coldr, numher, and cdn-
.structiun materials, as'you deem appropriate,

°

Other

.(If your media and materials do not fit any of the precedingAcategories, please
describe in detail.) _

(fletach this pane;\DO ¶Y PFT0PN)

.1

Product Intake Form
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C.
.

General Idformation on Copyright. Circulan 1, 11 pages.\1971.
. \

Th4 Copyright Office. Circular 1A. 2 pages. 1971.

Re-ulations of the COpyiightcOffice. (Code of Federal Regula-
.tions, apter Circular 96. 11 pages. 1969.,\

-

Circulars.on Speciftc cdpyright suyects are available. \

These include:
!-Assignment's and Related Documents

Audiovisual . .

Authors' Publishing
/

and Ilecordieg Ariageçnts i
Books and Pamphlets
Cartoons and Comic Strips
aloredgraphicWorks
j'computer PrOgi-qms
Contributions.to Periodicals
CopYright Notice
DraMatic6-Musical Works
Fair Use.
Games. .

'How to' Pnvestieate. the Copyright-Status,bY a Work
International Copyright Relations
Letters, DiaridS;.and Similar Personal Manuscript.

.

. Looseleaf Publications 7

Motion PictUres 11'

Musical CoMpositions
.New VerSions 'and Reprints
'Periodicals a

'.piCtOriai, Graphic,'and Sculptural Works
Poems and Song Lyri9s
Pri ts and Labels
Rad. o and Television Programs
Ren wal of Copyright.

Annual Repoit of the RegiSter of Cdpvrights. Copies are
availablefior the fiscal Years beginning with na2. Certain '

earli,er are.also available.

<

Publications of.the Copyright Office '53
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Consent for Photocraphy

Complete in duplicate. The original copy is to be placed in the project
.file, the duplicate given to the subject.

Subject, Parent, or buaraian

for my child,

,alye my consent to.be photographed/

V:: be photographed and for these

photographs tO be used in educat onal ana publicity publications of The National

Center on Educional Yedia and Materials for the 1-1-andicapped.

I also give my.consent to the use of these photographs in commercially

produced educational materials and publicity for those materials.

Wiyiess:
Signature ot Subject, Pa.rent, or Guardian

Date

Address

City% State, ZIP Code

Area: Requested by: Date:

Type. of Picture:

0 Color 0 BlF.l( and White Still Photo 0 Lanterr Slide

0 Silent !lotion Picture ,11-1 Sourd Motiom Picture (including permission
to record voice)

Finished Material for:
-Project or Publication)

5 5
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HEW-i,15
OASPA 2174

DEPARTMENT OF HEALTH, EDUCATION, AND WELFARE

Publication Plan Cleaiance Request

INSTRUCTIONS To be completed in triplicate
for each non-adnnnistrative publication and sub-
mitted to the OASPA through Agency/Bureau
Office,of Public Affairs prior to any significant
amount of publication project development work

1. Proposed Working Title

DIIEW Publication Number lit *

2. Type Qf

3. Frequenex

Date of Request.

Requesting Organization
(Agency. Bureau. Div.)

Contact

Title

Extension

Senn-Annual F

,h E. Annual'

Snwle 1.-..su.m.:e 73

4. Proiposed Fornwi

Ist:m..;.:,1 Printing

1,;" h, .Page I I GPO 1 J HEW

Other .

, .

5. New Publh,hon 1 I Reprint,' I 1. R; vision i 1

6. Number of Cop" Project; I
a Ot (ma; OlQf I

h. No of -5 ddi!ion,1 copies Propowd tor. 5j1c by Su DocS. or HEW 'Agency

\
7. Estimated Life of Publication

Justakation See lust ructums and attach separate sliet tor\ answering the following

It I iileit of tive,1

I) P1ll ii viii stippt,rts wIlat program
olno. th -lurk

( o

A l'ill"Pise

441
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- 2 -

9. Is there a specific legislative mandate for this publication?

'Yes 1 No [

(If Yes) specify

_

10. What isiare the target audience(s) for this publication?

a. Target Audience I,. Est. Total Universe c; Est ,ost. Impact

_

I I. A Distribution Plan: Indicate how this publication will he dist rib: ted.

11. Date Mailing Lists Last Circularized

I 2. Manuscript Time Schedule

A. Proposed Start Date

II Proposed Completion Date

l3 Funds

A. k proposed publication within approved
publication program and allotments?

Yes I No 1 I

B. Project will he charged to
( Ippropnation

I 4 Costs (ro

Compiling. wrilirre and editing 1,4 pm: tmg Lost-.
bli . Irt iroi d,ilflPlJ

B Contras tual Sersises I Other

s

i Approsals hs Operating Unit or Departmental Office Submitting Publication Concept.

A Issuing 01 lice Director B. Agency/Bureau Publicaiion Clearance Officer

C Date ot Approsal

Action by OASPA

.! Cleared I I Prosisionally cleared BY (Signature/

I I Disapproved I I Withdrawn by Bureau Date...

58 HEW Forms .
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DEPARTMENT OF HEALTH. EDUCATION, AND WELFARE

REQUEST FOR AUDIOVISUAL MATERIALS

1111 01 \ V. PROD! 1 1- .

N1,,te .1, Pt. 'it E

V,7,1r, I .1;'

111, 1<, ,!.1:ng
1.1!
1 attithtf
9tlict 1/tt

2 a (..% I I CON 1'

it!..(1, Al!..111
I'ur'ir Sjrs h.e

:.: NCO,
1,1

Pl.lhIL I L:11,111441

()IIICI ;

1 I CIINN. %I SP/ C11 \ III /NS (Chi A- all Jprht LIN!

!

(-; 1(111,111

:

7.1 Vole,I LIN

4. olsrioiii

PrtIll 1,1

Se...1s,,I.n% A urliente .

IMAA

S hh.:k liSp
F.! Live Shot

A Re'quest el Chite

H Requecting Orprwatron
Agenry. Rurealt, Diristan)

I h wORKIM. T11 I I:

1 PROPOSED LEM;

2 h Pt RPOSI- STA TI MENT /Attach St,,pc ts'ork,

it a:at/ante!

PROGRAM;PROGRAM OBJECTIVE.

2 .1 PROPOSED NI MBE R OF PRINTS/CONES

AP1111.0.11:f1

N,11,1(1,1

Sit

1 Sound Effect
ch%Ition

rj 'Studio

Method ot ReAhlne Atidiettee

TelcsrAwn

1 he.fler
IJ Ht.

III Yr 524 A '41

Not 11.1nt.,,e th ,t, ttt !1.:. jti41, Il I dr, /IIr:1
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d. Distribution Mechanicism (one ha' more)
0 Direct 0 National Audio Visual Center
0 Council 0 Commercial Distribution

Regronal/Field Offices 0 State/Local Agencies
0 Grante'e' 0 Other (Specify)
p Internal HEW Only

e. Estimated Audience (First Year)

METHOD OF PROMOTION (Cite mailing lists. conference exhibary. use ol fisid persundel

b. PRODUCTION APPROACH
E, Wholly inhouse Identi6 initiating and cooperating HEW ottic:s and Services to he provided

111

Muditied inhouse Specify services to.be provided by HEW 1011.:es and those technical services to be ptocuted
outside.HEW

Wholls contra: t Speoly rule 01 project officer including assistance to be tendered to contraouts in site
select 1, in., script rescjrch'.Writinl:. location filming. etc.

PROD( ( HON SC HE Drl k. COST ESTIMATES

Ikselopinclit

P!,,itu, tion

Itoo & .n

111 54 1 !4 , Ho, ' '41

From Ii

r.im r 0 ____

From_

Research & Writing
Production ^

Release Prints
Disiribution
Vrt11,101,1Ill

(Ilk iNi,

lorAl
N... hail, on Irv:, 1,1! tr Ir . Jo t.t. In.1% I.) thr produs Int 4.,
wi;ti.out tr, .1,11. r .pri- 4'. hsiOls.
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9. METHOD OF FUNDING

HEW
Grantee

O Allotment No Appro. Sym
O Specify

Other Governmental 0 Specify
Non-Governmental 0 Specify

10. TYPE OF PROCUREMENT

O Grant

O Contract Provide GSA S:;pply Schedule Number, if applicable_

O Sole Source

O Competno.e

O Call Contract

O Other fSpecrjy)

APPROVING OFFICIALS

If sole source, attach justification

If call contract or negotiated contract, list producers to be asIv..,d to submit proposals

flP.O.ICcr OFF

S:gnatur, Title

Rex

P tic

r LAC

Date ArPROVE 'DISAPPROVE

Bureau or Office
..,

Agency ( OPA or Oil , '

OASPA

CONTQA oe.

Ggelp,tcr.
A.G.Aisart.n.Tre&I

AO cm

HEW '..21 112m $174

Nu chary.. iG dam nr conlitioirs, or additions.c an be made to the ptuduct(st descnbril herein
without thc Written arpion4,,t Oithr'A.

GO
a
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';CARY
>

. AB rolls. Two or more matching rolls of film having alternate
:-.scenes int_ercut with opaque leader thereby.permitting super-_
imposures and dissolves.

Canera-ready copy. Print and graphic material in the final
state of preparation, ready to be reproduced by photographing.

cartion. Explanatory text placed outside the frame of an
illustration and identifying the entire illustration.

Corunercial bidders. Commercial-publishers who,. through the
NCEMMH Request for Proposal procedure, submit estimates of
what they.would charge to prepare, produce, and-market a
product. .

Copyright. A generic term d. ;cribink a body of written and
unwr,itten law designed to protect the works of authors and
artists.

Cost-benefit ratio. The relative value of a product in relation
to its price (based on the cost of production and reproduction).

Definition (high and sow). The amount of detail inah iMage
icture)

Distribution copy. Thnt 'copy of a product that is a:result of.
mass production and'is used or intended to be used by the
public or the audience for which tiro product is intended:

Educationdi level. Usually grade levt-/ for which a product is .

intended. For high interestzlow vocabulary products, both
interest and-Vocabulary levels are ir,:lcated in terms of
grade.
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Format. A term referring,generally to the distinction between
print ahd media, more specip.Cally to differences between
types ot media (e.g., film, video tape, and audio tape) and
most specifically tO differences within a'singie type of media
(e.g., 16mm sound film, 16mm silent film. Smm optical sound
film, 8mm magnetic sound film, 1/4" audio tape, audio -

cassette). Fine distinctions at this last leVel include such
factors as recording speed, placement of sound tracks in
relation to picture, and method of scanning a video image
,for tape recording:

".FFS. Frames per second, indicating the speed at'which Motion
picture film moves through camera, recorder, Or prcjector.

A reproduction with gradations tone Macie,py
photographing a subject through a screen containing both
horizontal and vertical openings.

Audiovisual, equipment used to project or play-films,
filmstrips, slides, video tapes, audio tape..-, phonograph rec_
ords, etc% See

Inutws per second, indicating the s'peed at which audio
or video tape moves.through a recorder.

Explanatory text within the framework.of an illustra-
tion and identifying parts of it. 'Labels do not replace
captions.

An original recording, negative, or'camera-ready
,copy to be used in the duplication process. See product
orij-71/7ar.

Produets or parts of products.

Produc7.3r. The institution or individual that provides the
necessary s'.;.rvices, space, and.technical assistance to an
author and is responsible for the initial production of a
product.

,Pt. That material developed for instructional- use
under one- title. A product may consist of a single component
(a book) or a number of components (book, film, slides). that
function together.as a unit.
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Product descriptors. One to four words used to describe the
category.into which a product could be placed.

ProductoriginaWmaster_ The unfique materials needed to repro-
.duce a produCt e.g., negatives., printing-plates, artwork,
.camera,ready copy.

Product part. An essential component of a product kit. A
film loop or game may be "part" of a product kit.

Product-pieces. Separate segments of product parts,
slides in a set, counters or tiles in a game.

.P1ototl../ge. ;Handmade original materials that cannot be directly
reproduced, e.g., handmade models, games.

Realia. A broad descriptive term refer-4,9g to actual samples
or examples of "real" materials, e.g., s-aMples of minerals,
cloth, wood, etc. This term also applies to such Objects as
tools; mechanical'parts, games; models..

ReleaSe print. A print of a motion picture or filmstrip made
for general .distribution and exhibition:

Software. Audiovisual materials--films, slides, audio and
video tapes, phonograph records--that are included in edu-
cational products. See .hardware.

Test orint. Also known as an answer print, the first print
of, a film or filmstrip made by the laboratory and sent to:the
producer for inspection.

Work print. Also known as a cutting copy, the version of a
motion picture assembled by the film editor who splices the
film together from all the material that was photographed.
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40OGRAPHY

AUDIOVISUAL MEDIA: GENERAL

Brown, James W.. Lewis, Richard B.': and,Harcle-rpad, Fred
.Audiovisual. fnstruction Materials and Methods. New York:
McGraw-Hill Book Co., 1973.

A general methods book on audiovisual material's production
and use.

Dale, Edgar. AudiovisUal Methods in Teaching. 3d ed. Hinsdale,
Illinois: Dryden Press, 1969.

A fundamental -book on using audiovisual Materials in
instrUction. An excellent theoretical and.practical

9
guide.

a

Field, Stanley: Profeisional Broadcast Mr,iters Handbook. Blue
Ridge Summit, Pennsylvania: TAB Books., 1974. .

A guide to script writing for radio and television.
Covers basic techniques.

4
Holt Publications. Gu'I'..delines for the Development of Elementary and

Secondary Instructional Materials. New York: Holt, Rinehart
and Viinston;..n.d.

A guidebook with emphasis on professional standards for
materils (mostly printed) develOpment. Available from
Vivian Fenster, Holt, Rinehart and Winston, 383 Madison
Avenue, New York, New York 10017.

Kemp, Jerold E. Planning.and Producing Audiovisual Materials.
New York: Chandler Publishing Co., 1968.

A guide to audiovisual productioi techni'ques and materials.

Minor, E.O. and Frye, Harvey R. Techniques for Producing Visual
Instructional Media. New Vbrk: McGraw-Hill Book Co., 1970.

Production technques- and materialS are emphasizeci-6
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.1

Scott Graphicp, Ind. A.Guide to Overh d Projection and Transparency
Making... Holyoke, Massachusetts: Scott GraphicS,. Inc.,

More ofa catalog than a guide, but containing.several .

efficient pages on preparing transparencies. Available
from Interstate Media Company, R.O. Box 25, Brown Mills,-
New Jersey. 68015.

'Mite, Gordon. ?idoo Pecording Record dnd-' Replay Systems. London:
Newnes-Butterworths, 1972.

A fairly advanced work on video recording, this book
co-vers. basic 'principlep'of major tpe and disc systems.
Contains a useful chart indicating compatibil.ity among
various-video tape machines. Distributed i. the United
States by Crane Russak Co.-.in New York.

. PRODUCTION--

Churchill, Hugh B. Fi "Lr; Edi tin" Handbook: Techniques o',-rzin Film
Cf7. Belmont, California:. Wadsworth Publihing Co.,.
1072.

A handbook of basic editing principles and techniques.
.?Fechnical emphasis is On 16mm filM 4nd equipment:

Consortium of University Film Producers and. Educational.
Media Producers COuncil. :hiidelines.for Producers and

Distributors of Educat-::onaiFiZnw. Champaign;.Illinois:
Consortium of University.FilmCenters. 1075. .

0

A' short booklet highlighting the most important aspects
of educational film production and distribution.
Particularly helpful to the novice, 'Available from
'Consortium of University Film Centers, O/o Visual Aids'
Service,..Dniversity of Illinois. 1325 Oak Street;
Chmnaigri, Illinois 618.20.

. 1

Mascelli, Joseph, ed. AmericaY: Cinematographer :,lanual.

American Society of Cinematographers, n.d.

'An annual publication dqscribing film stocks:andequip-
ment currently available for wide screen, 35mm, 16mm,'
and Smm professional cinematography.'
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. Five C's ojc- Cinematography. 5th ed. 'Alhambra,
California: Borden Publishing Co., jf;65.

A fairly advanced level text on film production with
emphasis on 16/35mm cinematography.

_Pincus,. Edward. Guide to Pil iak7. Chicago: lienr'

Regnery Co., 1965.

A basic book oh film production using 8mm andOmm
equipment._ .\

Reisz, .Karel; and n 1 ler, Gavin.
e.d. Garden City. New York: American Photegraphic.

Book Publishing Co.., Inc., 1968.-

Places emphasis oh editing fiction f i lms , but also
covers editing -techniqUes in general.

. Reynertson, A.J. .The Work of the FitJM Director. New.Yerk:
Hastings House, Publishers, 1970..

Emphasis is placed on the director's role in filmmaking
-and the focus.is.pritharily.on fiction film production'.

\

Spot tiswoode, Raymond,: Film and Ito Techniques. Berkeley:
University of California Press, 1951.-

A faiily advanced bookon film production that *)vers
all aspects of.nonfiction film making. 'Some maiterial js
applicable to'chromatic,film production..

7
1:01,..dia of Film "Lzrz,:[.

'New VorE: flas.tings HouSe, Publishers. 1974.

An excellent general work.on film and television pro-
duction ott an.advanced level.

DEVELOPMENT
;-

Bloc)m, B.S.; Hastings, J.T.; and Madaus, G.F. Handbook.on
Formative and Summative Evalucztion Of Student Learning. New York: ,

McGrawHill, 1971_

4 useful book, although the emphasi,s is on stue.ent
'learning rather than on Vesting as a step in C.evelopment,:
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. . , .

Máger,,Robert. Measurstructionai Intent. Belmont, .-

California:' Fearon Pubrishers, 1973.
. . '..

.
.

=:

On testing instructionakmaterials so that what iS '
tested really reflects what is taught...

° :1:1

Thiagarajan, Sivasailam; Semmel, Dorothy S.; and -SeMMel,
Metlyn I. Instructional Development' for 2'raining Teachers of
Except.jOnal Children: A SourCebdok. Bloomingtori, Indiana:,.
Center for Innovation in Teaching the Handicapped,..1974,

A-comprehensive book designed to assist a'cleveloper in
the designs development, and disSemination of 'instruction-.
al materials- for training teacher's Of.exceptional children..
Especially useful information on objectives, developmentalo
and validation testing, and format .design, Available. .
from The Council.for Exeeptional_Children,.1920 etlsociation
Drive; Reston, Virginia 22091. $5.-,50 single copy.

PHOTOGRAPHY

Carrol 1, John S. Amphoto Black and White Film Data Book. Garden
City, New York.: American Photographic Book Publishing
Co., Inc, 1972.

A complete dat.,1 book discussing the characteristics of
all major types-of black and white film currently
available.. .

-,..

,

1771':;1. Pzt,z Ziook.

Garden City. New York:' American Photographic Book
_ .

Publishing Inc.; 1975,

4 complete data,book describing the charucteristics of
-currently available color film.

Davis, Phil. Photography. 2d ed. DUbuque, Iowa: Will C.
Brown and Co., 1975.

A techrOque book for use with mOst types oT still cameras.

Anlreas. BasiC Color Photojraphy.'Radnor, Pennsylvania:
Chilton Book Co., 1971.

Covers basic principles o still photography with color
film:t
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:Shipman; Carl.. P 011/Understanding Photography. Tucson: 'H.P. Books,
.,

1974. '
---..

; ^ , )
. . .

An introduction to the technology of phottrGraphY including
.. .

...
.

cbara0,teriStios of variousfilm emulsions, processing, etc.
_..r.

-

PRINT.AND GRAPHICS

Craig, James. 'Production for. the Graphia Pesigner. New York:
Watson,--Guptill Publications, 1974!

A superfOr boOk'deSigned o "ena)dke a person wishing to
understand any area of-prOadoeroo to locate the inforL.
Mation fast, within the covers of a. singie bOok.
Glossary is extremely useful.

Garland, Keel': Graphics Handbook.
Reinhold C., 1960.

v--,

A oasic production, book dealing with graphic'arts
lechniques.

New-York:. Van Nostrand-
.

Modern Language AssOciation Of America. ,,111A Style Sleet.
2d ecr. New Ydrk: .Modern Language,As ciation, 1970..

Astandard s'tyle guide for paper, publications in
the:humanities. Copies are most easi -:available from
MLA at 62 Fifth Avenue, New'Yerk, New York J0011.

...
. . .

. .
.

.

!Perrin, Porter G. Writer's Guide and.Index to English. 4th 'ed,
-Chicago: ,Scott", Foresman anohCompany, 1965.'

_.
.

. .

,

/ One of.several.well-organized, easy-to-use and' coMprg
/ heosive guides-to.compo ition and grammar, used by

writers anA.editors.
.

, I

,

. . ..- .

-...
i

13:11.. Bowker Cömpany, LiteraryMarkei Pl.ace. New NOrk: R.R.
Bowker ComPany,:1975. '.

-.
,

,A frequently revised diectory-a American book publishing..
with close-to 700 pages of%names and addresSes pf menu-
.factUrers, -Organizations;-individuals (includi6*.edftors),
:and Publications that.'can be of serviceto authorsand
developers..' r. - -0

.
4
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th, Pat us C. , Jr. 2.. to NeW York:

H.11. llowker !1;':!10:

Or ginally intended for publishers-to-be in the develop-
ing -crountries, but also serves as a practical introduction
.to the basic processes of book publishihg; defines roles
of authnr, printer, publisher.

I

Ilni j I y (S1.1, 7 . 12th od.
illicago. Pniversity of Chicago Press, 1975.

A N.ery used :;tv le guide ter print ed mat eri a
a range of subjects from arrangement of tables

of con-tens to punctuation preferences to duties of an
editor. Frequently used by NCEMMH editors in preparing
puh I i ca t inns for pr int i ng.

3d rev. ed. Englewood CI ilfs, New Jersey:
Preni ice-Hall , Inc. ,

A style go i do for printed matter. It also includes
extensive sect ions on manuscript preparation_, lypography,
and illustrations, word use, and grammar.

, :7. r.: corT:l,P,..1;:22int in?
7-n,'.1,,2 I aIZ f.c

: .

:. : : ' .!!, :iarlr;lit7tr on

TFLLVISION

n II:f r;) I ;!

Indianapol:s: Howard W. Sams and .Co., Inc,,

A technical explanation of the principlls of video
rocerdint:. Equipment characteristics, maintenanc,
and Tepair are discussed.%

J. Hobert and Vento,- Charles J.
- f 7 . IfaRhington ,

A....:neiation for Fducational Communications and Technology,

7.

A haslc guide :'or use of portabl video tape equipment..
The emphasis M; on projector techniques and use of
video Htp,,
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Millerson, Gerald. The Technique of T./ Production. 9th ed.
New York: Hastings House, Publishers, 1972.

Emphasis hereis on studio production in a profesSional
.setting. Basic and advanced t/echniques.are discusstd..

Nisbett, Alepc. ,The Tknique of the Sound Studio for Radio, TV and
Fi!r7.'3d'ed. New York: 'Hastins House, ,Publishers, 1974.

.An advanced techniques book limited to studio productior.

Zettl, Herbert. ,Te/.7vioicn Production YandLock. 2d (.?d. : Belmont,'
California:. Wadsworth Publishing Co., 1968.

CoAiers basic and more advanced Aelevision production i

techniques. I

(
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Research the field to determine that there is a need for the product in question, and check to
See that it is within the priorities established by the Bureau of Education for the Handicapped
and the National Center on Educational Media and Materials for the Handicapped
(NCEMMH). See page 3.

Have objectives clearly in mind when preparing a product, and set up a testing and validation
procedure to make sure that objectives are accomplished. See page 5.

Define the target population, and address the product to this population. See page 6.

Let the ludience addressed and the information to be conveyed determine the media
used. Seepage 6.

Prepare manuscripts in accordance with NCEMMH requirements and standard stylisticpractices. See page 9.

Prepare camera-ready artwork in accwtlance with NCEMMH specifications. See page 11.

Develop and produce the product so that its potential benefit to the user justifies its potentialprice. See page 13.

CD
Avoid media that require the user to obtain unusual or costly equipment. See page 14.

Use a high definition format for masters of audiovisual material. See page 16.

CD
Use a stand, -d format for audiovisual masters to avoid the need for acaptation Seepage 17.

CD
Seek editorial, artistic, and technical assistance when preparing materials. See page 18.

Become fr with copyright protections and requirements. See page 19.

Wei0-47-,afefulfy-ftre-advarftaye-Cdrobtaining a copyright. See page 21.

C)
Secure permission to use copyright material. See page 22.

Obtain talent releases from all persons photographed. filmed, or recorded in the course of
producing a product. See page 23.

CD
Comply with all requirements for clearances by the federal government if the product is
developed with federal funds. See page 24.
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